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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT RlVlSlON 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ ~~ 

~~ 

FOR AGENCY USE 1. Agency Address 
,pplication Date Departmen't of Public Safety 

Driver Support Division 
Accident Reporting Unit 
P. 0. Box 1456 Lpplication Number 

- ~ ~ _ ~ ~ _ _ _ _ ~ _ _ _ _ _ ~ _ _  ~~ ~~~. At 1 anta ~~ , Georg i~a-~- 33OL ~~ ~~~~ . 
~~ 

~~ 

FOR RECORDS MANAGEMENT USE 

Application Number 

7 2  43 B C E L  
Date Received Date Completed 

wUL3 3 1984 IAU6 6 i g ~  
~. ~~ - ~ ~ 

__- ~ - -. ~- 
~ 

f. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand rifles, ifany): 
Attach samples of the file. 

- 

~ Tnvestiaatjng motor vehicle accidents. 

Included are: Traffic Accident -Investigation F o m  DPS 523 and related material 

File i s  arranged: Numerically by accident report. number. : 

, _- ____ 
3. Monthly Reference Rate 1 How often are records referred to which are: 

5on 
la:' . 

One to six months old 10°"!; even to twelve months old ; Thirteen to twenty-four months old -.-, 
- *- 2 5 ,  twenty-five months and older -~-: ~1 -.  

8 .  +qua1 Rate of Accumulation of Records .. 
- 0-p pvo\LcL=T 

~~~ s4* 3 Y 

____ 
. .  

, . .  f ' X  .... 
% t  

Lettei-size $rawers 2L; Legal-size drawers ; Shelves -, . Other (@ecify) \o.o v ol\s & 
PV J7W ?~ ''. '4 -_  :%.~ . . ., . .  - -- , .  

R-50-71; Rev:76 (Over) - .. 



x ’  . 
_. 

i 

-. _- ~~~~~ - . ~ ~~~ _-I_ 

dling? If yes, cite law or regulation. ,i 

~~ 

~~ 

for a iong period, could these 

- -4- - 
_~8nnudl_8epo&--. ____ 

..- . . .. . 

re3uLtin n m m m t t e r p i i n t n u t l ~  
.. ~ ~ ~ 

-years. a. State Law - years. d. Audit period 
b. Statute of limitation years. e. Administrative need ___-years. 
c. Federal law - ~. .,. . . ..-.years. f. Federal retention instructions ----years. 

-Io- 

Attach copy or exce r t f  laws or regulations. Explain administrative need. 
~ ~- ~~~ ~. - ~- 

The Department i s  -Frequently asked to product reports i n  court 

~ ~~ ._I ~ __ ~ ~ .___I_ 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
B Calendar Year; 0 Fiscal Year; 0 Other ~~ ____-then, 

0 Hold in the current files area 
0 Transfer to  local holding area; hold I._. --_yearb); then 
0 Transfer to State Records Center; hold -~-__-year(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other (Specify) 

.-month(s) An_-. yeark.); then 

Papes  Upon receipt of document, create two microfilm copies (reference and security) 
then; place information i n  computer; then hold i n  C F A  one m o n t h  o r  u n t i l  
verified on microfilm and computer; then transfer t o  Department of Transporta- 

~ tion-t for.  their^ ~usel- then destroy. - ~~ ~ 

~ .- ~~ . 

Flicrofilm: Reference copy.-- - ho ld  i n  CFA 10 years then destroy. 

_Microfilm: transfer t o  State 

Thee instructions 

. 

State Records Committee (Signature) Dete 
Recommendatibns in para- 1 - p  A 
jraph 12 are approved. , ., 1, State A;y/Designee I 

‘I.’ ,ikapproved. attach letter 
: { e  ;nl t~ation.) , . ~, . ‘ Secreiary of StatelDesignee 

. I  Attorney GeneraVDesignee 
I. ~ , - *  I .  . .  ~~. - . ~ ~ - ~ . I - , , ~ - - - . -  ----I_----”-.-. 

R-5.. ,-. Rev.76 
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FOR RECORDS RETENTION 
--=*_-__-I i ---- 

SCHEDULE OFFICE OF THE SECRETARY OF STATE 
OF ARCHIVESAND HISTORY 
MAN~GEMEN? DIVISION 

---.-_11 

INSTRUCTIONS: See Publication No. 7S-RM-! for instructions on completing this form. Forward signdd original to 
Department of Archives and History, Records Management Division, 330 Capitol Aveniie,' Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

.-.-I ,--_-. ..-. --- -- ---I_+- 

FOR RECORDSMANAGEMENT USE - g____^- 1 1 1 .  1. Agency Address 
r t i m  Number -_ .pplicarion Date :Department of Public Safety 

Driver Support Division 77- Sr38-f3 ~ . - - -  
0are.Recaive-d Data Completed Accident Reporting Unit 

Post Office Box 1456 ,pplication Number 

'3UN ' 1978 I JUN 2 2 1978 

Working Title Telephone Number 
. - A1__--__ _A~ln+a,Ceo~&ia-_30301 ~ ~ ____~....__~_.._.~_I 

I__ ___- __ ---- ____-- - Supervisor - .__ ~ ____ P ---1-1_~ 656-5898 
_I 

4 
~- 

~~ ~ - 

I._I_-_.. 

- 

I. Person to Contact 
Captain E. R. Stephenson 

a. 
b. 
c. a Amend A d & $ n  No. - I_ Check One: a Change; 0 Supercede: 0 Void 

1. Action Requested 
0 Estabiisn Retscrion Schedule: record will continue to accumulate. 
0 Dispose of prewct sccumulation; no further accumulation anticipated.- 

,~ . .. 

5. Records Series Tide lfollowed by title used in office; if different) 

- Traffic Accident Investigation File 
What is the function of the Division and . -  the 0ffic.e in which this record series is  created? 

-I- 
---_.-~-I_ 

;. Dates of Series 
tarliest La tes t  

1970 1 Present . -_______ l._l_.-l_ 

i. Division and Office Fwctioi: 

Driver Support Division 

Provides administrative and supervisory support to the Driver Services Section, Accident 
Reporting Section', No-Fault Insurance and Permits Section, Motor Vehicle Inspection Section, 
and Motor Carrier Safety Unit. 

The responsibilities of the Division are directed toward the improvement of driver capabi- + . 
lities, motor vehicle safety, accident and enforcement reporting, and assurance of driver 
insurability. 

-- __--_I----- --^____ -__I- -- 
'. Record Series Description 

Documeots relating to: 

This file contains the following documents (include form numbersand rirles, if any): 
Am& samples of the file. 

Investigating motor vehicle accidents. 

- - 
Included are: Traffic accident investigation report, Form DPS-523, and related material 

I 

File i s  arranged: Numerically by accident report number. *. . 1 

4 +,, 
I- _-_ _- -. , -... . -____..._____. ~ .-.---I__ 

1. Monthly Reference Rate 
One to six months old 2s 500-; Seven to twelve months old &5-O.Q-; Thiiteen to twenty-four months old -ls50?---; 
tweptv-five months and older Am-.? . ~ 

1. Annusl Rate of Accumulation of Remrds 
Letter-sire drawers ____-...__ ; Legal-size drawers ___ 

How often are records referred to which are: . 

I_ ___..- -.-y__l-l-.l ~ -~I_~----_----r.."--~.__-__l_~_ ~... 
&primatqly 150 t 

' ---:Other (specify) - d l ~ . o . f . i . & . f a ~ ~ - ;  Shelves 
.. 



Attach copy or excert of laws or regulations. Explain administrative need. 

(cite law) -570-2- .~01 Publid Availabi~lity of Accident Reports 

State law requires that the Department furnish copies for court purposes. 

, 

---i -.----_ __II ,--I_ ~ _ _  
1%. Approved Disposition Instructions . This agency recommends that the file series be cut off a t  the endoteach: 
-,----- - 

Caiendar Year; 13 Year; 0 Other .._~_-~I_ then, . 

(3 Hold in the carrent fi les area ---mor.th(s) -L-:--- yearb); then 
0 Tranrfsr to local hsjding area; hold -----yeark); then 
cf Transfer to Sta;a 8ecards Center: hold 5 --year(s); then 
El Destroy. 
0 Transfer t 3  Srate Archives for permanent retention. 
tl Other (Spcjfi/l 

. 

( ) concur 
( ) nonconcur 

These instructions apply to a l l  prior and future accumulations of the series. 

_--- 
- State Records Committee (Signature) Date 

lecommendations in para- 
-apb12 are approved. r t e  Auditor/ 
'f disa:7proved, attach letter 
f exptanation.) Secretary of StateDesignee 

~~ ~~~~ ~ ~ = ~~ Attorney -~ General 

c 

. .  



- __-- - - ---- ---- <-.I- --- 
- - 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEME* DIVISION 
_q-- 

- 1  - 
." 

APPLICATION FOR RECORDS RETENTION 

- +--- - 
INSTRUCTIONS: See Publication No. 76-OM-1 for instructions on completing this form. Forward sigrkd diginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

I i Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address 
Department of Public Safety; 
Driver Support Division 
Accident Reporting Unit 
P. 0 .  Box 1456 
Atlanta Georgia 30301 

Date Completed 

-----.~-----._-._-.-I- __ ~ . ...~ l___.-~___.I ~. _-._. __ 
Telephone Number Working t i t l e  

Supervisor 656-5898 
__ . - . ~ ~ 2 _ 7 = - - - ~ ~ - - ~ ~ - ~ ~ . ~ - -  -._--=; 

- 

1- ipplication Date 

-_1- 

tpplication Number 

t. Person to Contact 

5. Action Requested 
. 8.  

Captain E. R.'Stephenson 
I ..-- ~l__l_l_____- -. s~ _.I__ ~- .. . ~ .  - ~ _ _ _ - - . - -  

0 Estaoiisn Retention Schedule:!record will continue to accumulate. 
be 0 Dispose of present accumulation:no_fur_ther accumulation anticipafed. __ 
c. Amend A&p&glio_n No.,- 24- Ch~k.Or~e:O Change; 0 Supervcje; 0 Void - 

5. Records Series Title (followed by title used in office; if different) -r I .--__I __ 
1. Dates of Series 
Far I iest Latest I Traffic Accident Investigation File 1976 I Present 
----b .I-- I-- -I-_ -__----__ I_ ._-- - - I---- 

i. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

Driver Support Division 

Provides administrative and supervisory support to the Driver Services Section, Accident 
Reporting Section, No-Fault Insurance and Permits Section, Motor Vehicle Inspection Sec- 
tion, and Motor Carrier Safety Unit. 

The responsibilities of the Division are directed toward the improvement of driver 
capabilities, motor vehicle safety, accident and enforcement reporting, and assurance 
of driver insurability. .. 

r. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Investigating motor vehicle accidents. 

- - -  - 
/ ~~ _ - -  _ -  - 

Included are: Traffic accident investigation report, Form DPS-523, and related 
material. 

File i s  arranged: Numerically by accident report- number ... 
---~_-~--.I ~ _.-.__.-- - .-___.________ --... .- 

3. Monthly Reference Rate How often are records referred to  which are: 
1 500 . 

One to six months 01:  - 2 2  ?oA--; Seven to twelve months old 2 ~ 5 0 0 - ;  Thirteen to twenty-four months old L' _. f - l  

twenty-five months and older- I-, 000 . -  ? 
a _ . _ ~  _.-I.-_ -~ .---.--- --_--~-..I_I ~ ---I_ - ~ 

3. Annual Rate of Accumulation of Remidi 
Letter-size drawers -: Legal-size drawers -__ I .  _, Shelves _I_ .Other lspecifV,Approximately - -~ .~ 150 -~ t o  .. 

ZOO' microfilm cart. 
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X 
x 

-K.. 
____I 

Ni'A 
x 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

.. (cite law) . 

State law requires that, the Department furnish copies for court purposes. 
.___._________I__.I _-I_cg_=- I_=-- -~llll__ll 

12. Aooroved Disposition Instructions This agency recommends that the'file series be~cut off a t  tht end of ,each: 

KI Calendar Year; @ Fiscal rear: 0 Other ____--...- -then, 

.<.._ --~- ~~ p____-~.-c___ ~~- ----..--~-.IJy7- .I--- - 
,,-_-.I__ --- 

Q 
' 10. OuenioJtaiie 

I_-- lik!2r.B!?E%LLi$jL---\-.--- ~ - ~ - -  

(Place an "X" in the_p_rqtmoIumn) 

i a. Is this the official copy of the series? $ I ! -  - 
~ ~ . I _ I _ . _ _  ~ ~ .. 

b. Does the series contain Tnfidential information requiring security handling? . I f  yes, site law or regulation.,i 

c. Is this a vital record? 

e. When one or two documents in the'file make it necessary to keep the entire file for a long period, could these 

-- . .  _- I . .  li 
~- 

~ __-__ ___ -~ - ~- ~_I __I-_-.-_- ~. ~ I - -LI_-- .~_ 

I ,  ---- I____ d. Does this .-. series __-__-.- have historical or IonqteIm~Lerearch - value? . , ' 

~ -_~-- "--_1 

' .  
, __.-I___ -dQCU.m?en&be ~ s c h n d ~ ! C d . $ e @ a r a t e l u l ~  - 

0 
0 
0 

c X 
X 

-. 

X 
- 

Hold in the current f i les  area month(s) -_ year(s); then 
Transfer to local holding area, hold --year(s): then 
Transfer to  State Records Center: hold ----year(s); then 

0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpecifyJ 

I- ~ n t a i n e d . i n . ~ z s e r ~ _ e ~ ~ ~ ~ h l i . r h e ~ ~ l f . ~ ~ s t t a c ! ? . ~ c ~ ~ ~ . ~ -  
contained in this series ever analyzed and/or recorded in a summarized report? 

-. _ _ _ . L f ~ ~ ~ . ~ ~ a ~ h . ~ ~ p r . -  .__.___. _-p__-_ __I_ ___ _.__.__- 

___Jf.~&:reL ~ I_ ~ 

h. Is there a duplication of this series in your office, or in another office or agency? 
_ _ I _ . I _ _ _ ~  

I security) then; place information in computer; 
Paper: ' Upon receipt of document, create two microfilm copies 

then hol 
month or until verified on microfilm and computer; then destroy. 

Micrefjlm:~ ~peference copy - hold in CFA 10 pears then destroy. 
.. .~ 

X - ___ - . -___ - . i _ l S _ t ~ ~ e s j a m a i o r p a r f ; Q ~ Q ~ n f f ~ ~ l e g U ~ ~ ~ ~ c r P f i l ~ d ~ ~ _ _  


